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3L CUSTODIAL PgtSOBHgl FOODSRS 

Siso: l e t t e r -e l se 
Datest - -
Quantity* 5 f i l e drawara (2 inactive) 
F i le Arrangement» By nm» of cuatodian 
Index* Card index t o custodial folders 

The euatodian parscnael folders are separated Into active and inae-
t i r o f i l e s and contain not only personnel inf ocraatitm but also 
•alary ln fo ra t ion *hlen. duplicate* tha t found in the Custodial 
Folder* f i lad i n tea Payroll Division. Tha folders contain too 
following* 

Applications far Bnployeont 
Notice of Appointeamt 
Payroll Infoxaaticn Sheets (eoples) 
Reeoenandattone and Questionnaires 
Supervisor* a Saporta 
Salary Changes (copies 
Separation Hoticee (Znactiva Fi le) 

Thia f i l a in aeeompaniad by an index on 3» x 5° cards in two card 
f i l es which l a a awaoary of the contenta of tha foldare for general 
reference purpoeaa. fhe ronrs—nilgf 1 cm below enply to the folders 
and to the Card Index* 

BHXJ&OBMtlCH I t RETADI THE CUSTCSIUL F06)ffiS FOR THE DORATÎ  OF 
mBsammt AHD ran isme&YE&s THEREAFTER?-S*2B&-



£-174 

REC0W35DATI0H XXt RETAIN CARD XBDEX EBTRIE3 70S DURATION C? EK-
vumem AUD FOB FIVE TEARS THEREAFTER, THEB mcacgng AHD DESTROT CARDS, RETAIN KECRGFIIH 
PESH&Haini. 

2 . BCIIPIB3 H&IHTEBABCB FILES 

Sisox Latter-*!** 
Dates: 29^0 - -
Quantity's 3 f i l e (teasers* $8 binders, 20 envelopes 
Fi le Arrangeanntt Alphabetical by school 
Audits Bi-sstmal outside cadl t In Accounting 

This file contains requisition copies for Materials end plan 
sheets required for physical • a i n t v a n m of a l l ballritngs voder the 
Jurisdiction of the Board. The reqalaltiona give the date , the 
account rasher* the nam of the school or bnilding, the i toas and 
the prices* and the order amber* The original copy of the requis i 
t ion I s forwarded t o Pnrehanlng and retained in the i r f i les for a 
period of three years prior t o destruction* 

| RGCOMHEBDATIOHt RETAIN FOR THREE TEARS ABD THES DESTROY. 

3. CARD IIBDgg TO GPfSJ&TZSS Ag) aAIgTEMBCB 

Slzet 3* z 5a earde 
Detest 193? - -
Quantity! 1 card t r ay 
Fi le Arrsngessestt By lane 

This index l a a ready reference f i l e Hat ing qualified ooBtractara 
giving nana and datee of Qualifications which are anrmnlly renew
able, the eaaigned contractor nanber* the bid Uadtation. and the 
signature of the Construction Engineer. 

RECOHHEHDATIOS i RETAlfi FOR T3H TEARS AHD THES DESTROY. 

li. CARD DffiSX OF SCHOOL BTTTTDTTHIS 
Siset 3" x 5" earda 
Dates: 1930 - -
Quantity: 1 card t ray 
File ArraugeueifLt By echool 

This ia an index of echool bolldings giving the Baena of the archi 
t ec t s and of the werhaniraT engineers, and a brief history of the 
instal lat ion and of the eeete . 

BECOfflGHDATIOHs RETAIN F^MBEBTEI. 


